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Accommodation Request Procedure for Applicants 

 

Qualified applicants and employees with disabilities have the right to request reasonable 

accommodation under the law. Applicants may request accommodation to any stage of the 

application process, including the employment application, examination procedure or 

interviewing process. Note that the Department of Central Management Services is responsible 

for accommodations to its testing procedures.  

 

Once an individual with a disability has been hired, he or she has the right to request 

accommodation to the work site, work schedule, or work process that would enable him or her to 

perform the job in question. Procedures for applicants to follow in making an accommodation 

request are listed below. The EEO/AA Officer and/or the ADA Coordinator can provide 

additional information about the accommodation process within their agencies.  

 

Procedures:  

 

1. Applicants may request accommodations to the application process orally or in writing (either 

through correspondence or the use of the accommodation request form for applicant). If the 

request is made orally or through written correspondence, the agency EEO/AA Officer and/or the 

ADA Coordinator will complete accommodation request forms in the matter for purposes of 

processing and documenting the request. 

 

2. Applicants shall submit accommodation requests to the interviewing officer. The interviewing  

officer should provide a copy of the form to the EEO/AA Officer and/or the ADA Coordinator. 

In cases where the EEO/AA Officer and/or the ADA Coordinator completes the form for the 

applicant with a disability, the EEO/AA Officer and/or the ADA Coordinator shall submit 

completed forms to the interviewing officer and retain a copy for him or herself.  

 

3. A response to the request will be provided to the applicant within five (5) days following 

receipt of the request by the interviewing officer.  

 

4. If it is within the bounds of the authority of the interviewing officer to grant the request and he 

or she believes it to be reasonable, the accommodation will be provided. Information regarding 

the type of accommodation provided will be sent to the EEO/AA Officer and/or the ADA 

Coordinator.  

 

5. If another official within the agency must be consulted in order for the accommodation to be 

provided, he or she will determine whether the agency will grant the request.  

 

6. If the agency denies the request, the applicant has the right to file an internal complaint with 

the EEO/AA Officer and/or the ADA Coordinator and/or external complaint with the Illinois 

Department of Human Rights within 180 days of the denial. An applicant may also have the right 

to file a complaint with the U.S. Equal Employment Opportunity Commission (EEOC) within 

300 days or any other appropriate government agency pursuant to their time frame. 
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